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Program Manager
Responsible to: Executive Director, Conrad Foundation
Type: Part-time leading to Full-time. 

Location: San Francisco

The Conrad Foundation’s mission is to transform the high school experience by combining education, innovation, and entrepreneurship to engage and mentor students and their teachers in the process of creating products to solve real world problems. We are currently seeking a Program Manager to assist in the operations of the Spirit of Innovation Awards Program.

Responsibilities: The Conrad Foundation’s Program Manager will be responsible for organizing the logistics and ensuring the overall smooth operations of the Spirit of Innovation Awards Program.  The manager is expected to perform super-human tasks of endurance and intelligence while maintaining an unparalleled level of humor and excitement. More specifically, the manager is responsible for overseeing the following components:

1) Community Engagement: The Spirit of Innovation Awards relies on building a large online community engaging students, teachers, scientists, and entrepreneurs in a collaborative environment. The resources and programs required to keep the community active and engaged throughout the year will be the responsibility of the Program Manager.
2) Resource Development: the manager will work with our education committee and other advisors to develop specific materials and resources that are needed for students and teachers to best understand the program.

3) Content & Event Management: we will be hosting a series of events and using online content to promote our program. The Program Manager will organize these events and oversee their operations.

4) Competition Operations: throughout the year there are specific milestones and deadlines that our student teams are required to hit. The Program Manager will be the primary liaison with the teams ensuring that they have all the information required to meet those deadlines. 

Task Items: The manager will be required to perform the following tasks:

· writing informational documents

· creating promotional materials and fliers

· Website Content creation (Blogs, photos, updating website text).

· Communications (telephone, email, ESP will all be required).

· Create activities both online and in person to engage our community.
· Have fun, and share that fun with the rest of us.
· Organizing program deliverables
· Working with students and teachers
Qualifications: The manager must be able to work in a non-traditional environment. We hold an office in the Thoreau Center for Sustainability and will require regular weekly meetings, though much of our time is also spent out of the office engaging with the community and working on tasks in collaborative environments. In addition, our program manager must have super-human skills in:
· MS Office (Word, and Excel primarily).

· Google Apps (we currently rely on Google to significantly supplement our brain power).

· Pie Cooking Abilities

· Writing (much of our program relies on amazing communication skills, we need to spend as little time as possible writing our messaging in ways that come across clear, concise, and entertaining.

· Must have a broad interest in education, and science/technology. 

As with any young, startup type of organization, we need a team that is innovative, creative, passionate, and one hell of a good cook (did we already mention that?). We work very closely with our small team, and engage our community heavily in assisting in creating a movement in transformative education through our program.

If interested, please contact:

Joshua Neubert

415.962.3664

Joshua.neubert@conradawards.org
PS. I don’t want a resume. I want to talk with you and see some of your writing. But please, only apply if you really feel like you would be a good fit.
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